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Accessing Travel Card Program Training in TraX

Introduction The DTMO Travel Card Program class educates DoD travelers on the basics of the Government

Travel Charge Card (GTCC) and is also referred to as “Travel Card 101” training. You can access

the class 24 hours a day, 7 days a week through the Travel Explorer (TraX). It provides essential
information on the GTCC program, including how to obtain, use, and pay balances on the GTCC.
The training is mandatory for GTCC account holders and takes about 60 minutes to complete.

Passport The first step is to log onto Passport (the DTMO’s web portal). To do that:
ﬁcc_ess and 1. Navigate to https://www.defensetravel.dod.mil/neoaccess/login.php. A DoD warning
ogin

statement (Figure 1) displays.

Passport

(] U.S. Department of Defense Warning Statement
.

You are accessing a U.S. Government (USG) Information System (IS) that is provided for USG-authorized use only. By using this IS (which includes any device attached
to this IS), you consent to the following conditions: The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to,

penetration testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), law enforcement (LE), and counterintelligence (Cl)
investigations. At any time, the USG may inspect and seize data stored on this IS. Communications using, or data stored on, this IS are not private, are subject to
routine monitoring, interception, and search, and may be disclosed or used for any USG-authorized purpose. This IS includes security measures (e.g., authentication
and access controls) to protect USG interests--not for your personal benefit or privacy. Notwithstanding the above, using this IS does not constitute consent to PM, LE
or Cl investigative searching or monitoring of the content of privileged communications, or work product, related to personal representation or services by attorneys,
psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See User Agreement for details.

Figure 1: Passport Message Page

2. Read the warning message and select OK. The Passport Login screen (Figure 2) opens.

Passport

Username

Password

Forgot your password?

Log in to Passport

oR

BB} continue with your CAC

Figure 2: Passport Login Screen
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Passport 3. You must have a user account to log onto Passport. From the Passport Login screen, access
Access and the portal using your Username and Password or CAC (Figure 2). If you don’t have one,
Login create one by selecting Register Here.

(continued)
Once logged in, the Passport Home screen (Figure 3) opens. From here, you can access various

applications based upon your permissions. At a minimum, you will have access to My Profile,
Subscriptions, and TraX.

e My Profile: Open your Passport profile to update your information (e.g., your email
address changed). You should always keep your TraX login email address up to date.

e Subscriptions: Shows you the DTMO Publications (e.g., Customer Services Notices,
Dispatch) that TraX automatically emails to you. You can unsubscribe at any time.

e TraX: Tool used to access training, help tickets, and trip calculator estimator.

Passport

Passport is the Defense Travel Management Office's single sign-on portal to permission-based
applications related to DoD commercial travel.

Passport Home DTMO Home

) DefenseTravel
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Figure 3: Passport Home Screen

At the bottom of the page, the active links carry throughout the application: Passport Home,
DTMO Home, Passport Feedback, and Logout (Figure 3).

From the Passport Home page, select TraX. The TraX Home screen (Figure 4) opens. Note: You

Finding and

Launching can navigate using the quick links or by making a selection from the Navigation Bar.

Travel Card All WBTs are housed in the TraX Training module. To access Travel Card Program WBT:
Program

WBT 1. Onthe TraX Home screen, select the Training button at the top of the page. The Available

Training screen (Figure 5) opens.
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Finding and
Launching
Travel Card
Program
WBT
(continued)

Trip Calculator

Training

Knowledge Search
Travel Assistance

Passport Home

Logout

I TraX Home

Quick Tools

Training

Access all of our online travel training. Customize
your training itinerary, track your completed
training, and print certificates of completion.

Trip Tools
Build a trip estimate and look up location reports

that include maps, travel advisories, U.S. Embassy
contacts, weather and mare.

Announcements

* TAC Outreach Call 5/23/2023: Routing Lists

* DHS Extends REAL ID Deadline to May 7, 2025

* DTS Users Should Delete Internet Files and Cookies After a Software Release
* Key Points About Securing a Non-Availability Confirmation Number

+ Trouble Logging into DTS? Check Your Pop-Up Blocker

* Issues using Internet Explorer to Access Passport
* FY 2023 CONUS Per Diem Rates for Federal Travelers Released

Knowledge Search

Find answers to your travel questions by searching
our database of thousands of FAQs, help topics,
guides, and other resources.

Travel Assistance
Submit a help desk ticket directly to the Travel
Assistance Center. Plus, review your ticket history.

Figure 4: TraX Home Screen
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Figure 5: Available Training Page
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(continued)

On the Available Training screen, the class listing defaults to Recommended Only (Figure 5,
Indicator 1), which displays recommendations based upon the roles you selected under My
Roles (see My Roles section, below). Check the Show All box (Figure 5, Indicator 2) to see all
available classes. A key (Figure 5, Indicator 3) identifies the class types by 2-letter code and
color. You can select a specific code (e.g., Web Based) to view only certain classes (Figure 5,
Indicator 4). You can also use the Search feature (Figure 5, Indicator 5) to find one or more
classes by name.

Note 1: If your desired class does not appear on the first page, go the bottom of the page, and
select Next (Figure 5, Indicator 6) to see more classes.

Note 2: If the class does not appear on any page, then from the Navigation Bar, select My Roles
(Figure 5, Indicator 7). When the screen opens, check the boxes next to the roles specific to your
position or desired training (Figure 6). The minimum you should select are Travel card holder
and DoD traveler and/or DTS user. Select Update Roles to apply changes. Then return to the
Available Training section.

My Roles

0 Success

Your roles have been updated.

Instructions

Recommended Training Filters

To filter prospective web based training, distance learning, and other classes, please check all roles in the list that apply
to your working responsibilities and/or job functions.

When you check a role or multiple roles, the recommended filter is applied only to your class search. Mo other profile or
account information is affected.

TIP When you have checked your Roles, click the Return to Class List button below to see your list of recommended
classes.

Return to Class List

—My Roles for Recommended Classes

Travel card holder
DoD traveler and/or DTS user [
Authorizing Official (v0)
Reviewing Official (RO)
LotTajooTA R
FoTA/BDTA
cea-s
Transportation Officer (TO)
Debt Management Monitor {DMM) [ i |
Travel Clerk/NDEA 0
Agency Program Coordinator (aPC) [
Component Program Manager (CPM) [0
Quality Assurance Evaluator (QAE) or Contracting Officer Technical Representative (COTR]) o

Commander, Director, or Supervisor [

Figure 6: My Roles Screen
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(continued)

Printing your
Certificate

From the Available Training screen, select Launch to the left of the class you want to take. An

information screen (Figure 7) opens. It provides information about the class and the system

requirements for running it.

[ Travel Card 101 - Google Chrome

25 secure.defensetravel.dod.mil/wbtraining/Travel_Card/launch.cfm?WBTptid=35

Welcome to Travel Card 101

This course provides an overview of the DoD Government Travel Charge Card (GTCC) program. This course familiarizes the traveler with the basics of the GTCC (which is also referred to
as the “travel card” in this class), the steps to obtain a travel card, various travel card policies, and ways to pay off the balance on the GTCC. This class is recommended for anyone who
has, or will have, a GTCC.

This class takes an average of 60 minutes to complete in its entirety. This estimate assumes you visit all of the mandatory material, view approximately half of the optional material, and
complete the assessment at the end of the module. Your time may vary significantly depending on your reading speed, the amount of material you access, and many other factors.

You may cemplete this class in mere than ene sitting. Although the Travel Explorer (TraX) does not retain a record of your class progress after you exit a training module, when you
return to the module, navigate directly to the page last viewed and proceed from that point; there is no need to start the module over, When you successfully complete the module,
you will be able to print your completion certificate, and TraX will record your successful completion. To see a list of your completed training, log into TraX, navigate to the Training
medule, and select the Completed tab. You can alse print copies of your training certificates from the Completed tab.

System Requirements to view the course:

Operating Systems: Windows 8.1 and greater, macO$ 10.13 and greater
Screen Resolution: Best viewed in 1024 X 768 or greater
Supported Browsers: Edge, Chrome, Safari, Firefox
Technologies: JavaScript and Cookies enabled

Pop-up blockers must be disabled or manually allowed

Internet Explerer (IE) is no longer supported and will not function in our classes. We recommend using the Edge, Chrome, Safari, or Firefox browser instead, if your organization
allows their use. Always contact your IT department before installing or using any new computer application.

Figure 7: Welcome to Travel Card 101 Screen

Once you verify that your computer is properly configured, select Launch Course at the bottom

of the window. The class launches.

Most DTMO WBTSs offer a certificate upon successful completion of the assessment. You can
view, print, and delete any certificate associated with your profile in TraX. Here’s how. All

options presented are visible on Figure 8.

TraX Training

TraX Home
Trip Calculator
Quick Tools

| Training

Available

\ Scheduled

My Roles

Knowledge Search

Travel Assistance

Completed Training

Completed training records, including certificates, will be deleted after 6 years. Be sure to click "Print” and then "Save" a copy of your certificates if needed for your records.
@ Bporttobxcel | [ ExporttoPOF || Print Classes Show | 25+ |entries
- Issued 5 "
Class Completed Version | Completed | Print Certificate

Travel Policy Compliance Tool Administration (300) 100 [ it N e |
Travel Policy Compliance Tool Administration (P300) 100 PRl [ erie [ vete ]
Travel Card Program Management (APC Course) [Mandatary 202 Il et N vewe ]
Programs & Policies - U5, Government Rental Car Program 108 [ozoszon | rax |(EEED B
Programs & Policies - U.S. Government Rental Car Program ws | osnazozs | xR IR
Programs & Policies - U.S. Government Rental Car Program 105 azszon | e | N
Programs & Policies - Travel Policies 200 [ozorzos | e | TN
Programs & Policies - Travel Card Program (Travel Card 101 [Mandatory] 300 | os/26/2021 | aamin |(IEEEEN EETTNE
Programs & Policies - Travel Card Program (Travel Card 101) [Mandatory| T et 0 veee ]

Figure 8: Completed Training Screen
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Printing your
Certificate
(continued)

Updating
Account
Information

1. From the TraX navigation bar, select Completed. Note: If you're not already in the Training
module, you’ll have to select the + first to open the options under Training.

2. To print a single training certificate:
a. On the class row, select Print in the Print Certificate column. The certificate
displays.
b. Use your preferred method to print the certificate or save it to your computer.

3. If you want to print a list (but not the certificates) of all your completed courses, select
Export to Excel, Export to PDF, or Print Classes.

If you need to update your account information (e.g., your email address changed), select My
Profile from the Passport Home screen (Figure 3). The screen that opens allows you to change
your account details. After entering the new information, select Update Profile to save your
changes.
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